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Types of Videoconference Sessions

There are two types of videoconference sessions that staff can participate in:

1. Point to Point sessions 

2. Multipoint sessions

	1. Point to Point means that one site will simply dial the other by selecting their site entry from the directory. This type of conference means a maximum of only two sites can participate in the conference.


	
[image: image1]

	2. Multipoint means that more than two sites can participate in the conference. The number to dial will not be on the videoconference directory, but will be supplied by Sita Lovering, Information Management Services, to the person organising the videoconference.  It is up to this person to supply all other participants with the ‘Virtual Meeting Room Number’.


	
[image: image2]


It is important that users know what type of session they are participating in. If they try to connect to a session that is point to point and two sites are already in conference, they will not be able to join that conference.

To connect to multipoint – use number buttons to dial supplied number and press “call” button

To connect point to point – use directory and scroll to find location, or use alternate IP Address.

To book a Point to Point Call

These calls are booked through the booking officers at the sites you are connecting with - eg Deniliquin and Finley or Wagga and Cootamundra

List of Booking Officers
Information required:

· Contact details of person requesting conference

· Participants/Locations in conference

· Duration

To book a Multi-Point Call

The additional virtual meeting room for this call must be booked by your local booking officer.  The other locations are booked through the booking officers at the sites.

Information required:

· Contact details of person requesting conference

· Participants/Locations in conference

· Duration 

Room bookings for VC locations are kept on a Sharepoint Calendar.  You can view this calendar at http://portal.rit.tafensw.edu.au/videoconferencing. The booking officers at each location can make a booking in the calendar.  It is important that you check that the room has not been booked for other purposes.

Videoconferencing Etiquette:

General Information:

· Arrive Early

· Let people know you are in a VC so that you don’t get interrupted

· Place notice on door – VC in Progress

· Use name tags to identify speakers

· Use place tags to identify location

· Introduce sites and people 

Audio:

· Place microphone close to conference participants
· Keep the Mute button on at all times unless speaking to the meeting to reduce additional noise

· Speak in your normal voice without shouting.

· Since the audio has a very slight delay, you may want to pause briefly for others to answer you or to make comments.
· Don’t place papers or other objects on or in the way of the microphone, and don’t rustle papers or tap on the microphone or table.
· The microphones are very sensitive.  All conversations will be picked up through the microphone - even whispered ones.
Video:

· Avoid wearing bright colours, all-light or all-dark clothing, or very “busy” patterns (such as small checks or narrow stripes). Light pastels and muted colours look the best on the screen

· Use natural gestures when you speak.

· Set your camera presets before you start your call so that you can quickly use them during the call. Try to fill the screen as much as possible with people rather than with the table, chairs, walls, or the floor.

Room:

· If there are windows in the room, close any drapes or blinds. Daylight is a variable light source and can conflict with interior room lighting.

Connection Information:
· Advise everyone of who is calling who in a point to point.

· Advise of room number for multipoint conferences and remind people to be early.

· Make sure you have the alternative number (ISP) of the site you want to call or that the site is listed in a directory.  If a site has been unplugged it will disappear from the directory listing and takes half an hour to be visible again.
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Using the VC Equipment



Audio
Adjusting Volume 

During a call, you use the remote control to raise or lower the volume of the sound you hear. Changing the volume affects only the sound you hear at your site. 

To adjust the volume: 

>> Press [image: image3.jpg]


  Volume. 

Muting the Microphone 

You can mute the microphone if you do not want the far site to hear what you say. For example, you might mute the microphone if you want to speak to someone privately. 

To mute or unmute the microphone: 

>> Press [image: image4.jpg]


  Mute on the remote control.   

Calling and Answering 

Answering a Video Call 

When a call comes in, you hear a ringing sound, and you may see a message that includes the number of the person calling. If the person is listed in the system directory, you’ll also see the person’s name. 

To answer the call manually: 
Press [image: image5.emf] Call on the remote control. 

If your system is set up to automatically answer calls, the call connects automatically. If this occurs please advise Sita Lovering and we will arrange to have this feature switched off.
If you see [image: image6.emf] Near on your screen, your microphone is muted. To unmute
your microphone, press [image: image7.emf]Mute on the remote control. For VSX set-top
and component systems, you can also press [image: image8.emf]on the microphone. 

 

Placing a Video Call 

You can use your system to place a video call in any of these ways: 

Entering a name or number 

Choosing a site from: 

· The Recent Calls list 

· The Contacts or Speed Dial list 

· The directory . (Press [image: image9.jpg]


  Directory on the remote control)
The Home button will return you to the Place a call screen[image: image10.jpg]


  
Ending a Video Call 

To hang up from a call: 
1. Press [image: image11.emf]Hang Up on the remote control. 

2. Confirm that you want to end the call by pressing [image: image12.emf]Hang Up again. 


If you don’t confirm that you want to hang up, the system disconnects 

the call automatically after 60 seconds. 

Controlling the Camera

Near and Far


In a multipoint video conference you will only be able to manipulate the camera at the site you are at.  During a point to point conference you can control both cameras using the near and far button.  Near refers to the site you are located at, far refers to the other site.  The icon on the screen will indicate which camera you have selected.
	If you see this icon… 
	You can control this… 

	       [image: image13.jpg]


 
	Near-site source 

	       [image: image14.jpg]


 
	Far-site source 


Ensure that you follow Video Conferencing Protocols and do not adjust the far sites camera during a VC without the permission of the meeting coordinator.  

Moving the Camera

To adjust the camera’s position using the remote: 

1. Press [image: image15.jpg]


  Near or Far to select either a near-site or far-site camera.  

2. Press the arrow buttons on the remote control to move the camera up, down, to the left, or to the right. 

3. Press [image: image16.jpg]


  Zoom to zoom out or in. 

Showing, Moving, and Turning Off the PIP 

The Picture-in-Picture (PIP) gives you another view of your video conference so that your call is more like a face-to-face meeting. The view shown in the PIP changes automatically, depending on how the system is set up and what is happening in the meeting. You can also exchange the view shown in the PIP with that shown in the main screen. 

For example, during a call on a single-monitor system, the PIP displays what your main camera is sending to the far site. (This lets you adjust the camera if you need to.) If one of the sites in the call shows any type of content, the content appears in the main part of the screen, and the PIP changes to show the people at the far site. 

During a call on a dual-monitor system, when the participants share content, the monitors show the far site and the content, and the PIP shows the near site. 

To show, move, or turn off the PIP during a call: 

·  Press [image: image17.jpg]


  PIP to turn the PIP on. 

·  While the PIP has a yellow border, press [image: image18.jpg]


  PIP repeatedly to move it to different corners of the screen. 

·  After a brief pause, the PIP border turns blue. Then, press [image: image19.jpg]


  PIP to turn the PIP off. The PIP setting remains in effect only for the duration of the call. 

Setting and Using Camera Presets 

Camera presets are stored camera positions that you can create ahead of time or during a call.

With the press of a button, ‘presets’ let you automatically point a camera at pre-defined locations in a room (eg. whiteboard, teacher, group).
To store a preset: 

1. 
If you are in a call, press [image: image20.jpg]


  Near or Far to choose the near-site or far-site camera.  

2. 
To adjust the camera’s position: 

· Press the arrow buttons on the remote control to move the 

camera up, down, to the left, or to the right. 

· Press [image: image21.jpg]


  Zoom to zoom the camera out or in. 

3. 
Press [image: image22.jpg]


  Preset. 

4. 
Press and hold a number to store the preset position. To 

store a double-digit preset (10-99), hold the second  

number down. 

Any existing preset stored at that number is replaced. 

To move the camera to a preset: 

1. 
If a call is connected, press [image: image23.jpg]


  Near or Far to choose a 

near-site or far-site camera. The icon on the screen 

indicates which source is selected.  

2. 
Press a number from 0 to 99. 

The camera moves to the preset position and the video from the camera. 

To view your near-site presets:

1.
 Press [image: image24.jpg]


  Preset. 

2.
Each numbered icon represents a preset. The coloured icons indicate stored camera positions, and the grey icons indicate available presets. 

To delete all presets: 

1. 
If a call is connected, press [image: image25.jpg]


  Near to choose the near-

site camera.

2. 
Press [image: image26.jpg]


  Delete to delete all presets. 

3. 
Press [image: image27.jpg]


  Preset.

You cannot delete just one preset. Instead, set a new preset position for the preset you want to delete.

TROUBLESHOOTING
Using the TV

1. Check that the power for the TV is on and not in standby mode (to turn off standby mode, switch the TV on with the remote)

2. Press the TV/AV button on the remote until the display shows AV1.

3. The video conference main menu screen will appear if the video conference unit is already turned on. 

4. If a remote is not available, the TV can be controlled by the front panel.

5. Sound check that the TV has not been muted by using the remote control to adjust the volume.


General Troubleshooting Hints

These are simple troubleshooting suggestions. If they do not appear to fix the problem contact the help desk as soon as possible.

	Problem
	Resolution

	No picture on screen
	· Is the television turned on?

· Is the camera turned on?

· Is the television tuned to the right channel?

· Is the camera connected to the television? 

· Are all electrical plugs connected to wall outlets?



	The system keeps resetting itself
	· Ensure that all plugs, especially power plugs, are seated firmly.



	Have a local picture but cannot connect to a remote site
	· Is the network cable plugged in to both the camera and also a network outlet in the conference room?

· Are you calling a multipoint conference?



	The remote control is not controlling the camera
	· Are the batteries flat?

· Are the batteries inserted the correct way?

· Are you pressing the correct key for the function required?

· Determine if the problem is the remote control or the camera. Point the remote at the camera and press a button on the remote. If the camera flashes a red light, then the remote is working and the problem is probably in the camera.

· Are you pointing the remote control at the camera?



	Error messages occur when placing a call
	· Ensure that the LAN cable is connected to the wall outlet and the back of the videoconference camera.



	Screen is blank, start music plays and Polycom logo appears briefly


	· This is the normal start-up. Wait a few seconds to gain control of the unit.

	The people at the far site cannot see you
	· Press the ‘camera’ button and ensure that you have selected the main camera.



	Picture freezes frequently or becomes ‘blocky’
	· The network is experiencing high traffic.  Try to reconnect and determine if this fixes the problem. If not, contact the Help Desk.



	Video and audio are not synchronised
	· It is normal for a lag of about a second.  Audio is transmitted first and then video.  Any longer lag should be reported to the help desk.



	No audio
	· If you cannot hear the far site, do they have their microphone muted?

· If the far site cannot hear you, do you have you microphone muted?

· Are the microphones connected to the videoconference units?

· Ensure that the volume is turned up by using the volume button on the remote control?



	Audio is muffled or noisy
	· Is the microphone too far away from the main sound source?

· Is something covering the microphone?



	The home screen shows ‘0.0.0.0’ in the IP field
	· Ensure the LAN cable is connected at the wall outlet and the back of the videoconference unit.

· If the above is correct, contact the help desk immediately.



	Green indicator on camera unit blinks slowly
	· The system is ‘sleeping’ and should come out of hibernation with some activity on the camera or remote control.




For Further Information
TLS Intranet Site

http://intranet.rit.tafensw.edu.au/tls/vc/default.asp
Sharepoint Booking Calendar for Video Conferencing

http://portal.rit.tafensw.edu.au/VideoConferencing/default.aspx
Teaching using Video Conferencing

http://lrr.cli.det.nsw.edu.au/web/vidconf/index.htm 

How not to run a video conference 
http://www.uwtvproduction.org/resources/prodvideos.html  (6 minute Video – The Videoconference Zone)

GOOD CAMERA SHOTS

You need to pay some attention to the way you look in a videoconference. Be aware that you are being seen on a television monitor - without falling into the ‘Hollywood syndrome’. Following are some general techniques that should be followed. 

Camera shots 

· For an individual participant the best shot for the screen is from the waist up. If you are seated at a table you may want to keep the table top just out of camera shot – particularly if it is strewn with papers and objects. 

· Your eyes should be one third from the top of the screen. 

· Your body should be in the centre of the screen. 

· Allow some room around your body - if you are too close to the top or sides of the screen you may lean out of shot. 

· Long/wide shots can be used to show the entire group but should only be used to establish
the environment. When someone talks they should be seen in a closer shot.

· Close ups may be overwhelming. They make facial expressions seem very large. This could be a disadvantage to you by conveying messages you don’t really want to convey. However, you can use this shot to emphasise a point or indicate authority or concern. 

· Use the system pre-sets rather than moving the camera around the room – set these before you join the videoconference. 

· If at all possible, avoid background clutter - this can be very distracting and can cause a poorer quality picture. 

Using the camera 

· Small actions look large on a television screen eg shuffling, looking away from the camera, fidgeting with hands, ears, pencils etc are distracting and may indicate feelings you don’t want to convey. You don’t need to sit like a statue, but avoid large swaying movements. 

Dress 

· Do wear normal business clothing. 

· Do wear pastel coloured clothes in preference to white. 

· Don't wear overly detailed patterns (eg stripes, checks and florals) or bright, flashy jewellery that can reflect light. 

Wear clothing suitable for the occasion eg a suit will convey formality, casual clothes convey a more relaxed atmosphere.

MEETING TIPS

A videoconference meeting is no different from any other meeting. It requires careful planning and organisation, good meeting management skills, clear communication, ground rules and techniques that encourage participation and feedback. The following will help to ensure an effective videoconference meeting. 

· All participants should receive advance copies of any relevant material eg reports, figures. Don't waste valuable time during the videoconference reading material that could have been read beforehand. An agenda should be prepared and forwarded prior to the videoconference. 

· If participants are to prepare a report or presentation for the videoconference they should be advised of this beforehand. They should forward copies of any documents or materials to all other participants.
· Participants should be advised of the necessary equipment and documents that they should bring to the meeting. 

· Arrive early and set up camera pre-sets: 

· close up of the chairperson 

· close up of anyone who will be presenting 

· groups of 2-5 people depending on how many pre-sets your system allows. 

· Mute your microphone before you join the videoconference – don’t forget to unmute when you speak. Don’t discuss people or issues while you are waiting for the call to connect or disconnect – you never know just when the connection is made or ended! 
· The chairperson's role in a videoconference is to assume leadership and direct proceedings: 

· initiate the roll call 

· ensure first time users are comfortable with the setting 

· establish videoconference etiquette 

· clarify the meeting objective 

· set and follow the agenda in a timely fashion 

•
If the meeting is a multipoint videoconference the chairperson should: 

· establish a system for interruptions eg call your name and site location 

· not allow one person or group to dominate – interact frequently with all sites 

· solicit participation from those who are not contributing eg ask a direct question or name a 

· person and ask for a comment 

· not allow 'we/they' situations to develop as they will hinder useful interaction
· If fully involved with directing the meeting the chairperson may need assistance in operating the keypad/remote control. Delegate this as a special role for another participant or, prior to the meeting, arrange for the videoconference site co-ordinator to provide assistance. 

· Have someone who is trained in using video conferencing equipment as a site coordinator at each location you are connecting with.  The site coordinators should:

· Be provided with meeting room number to dial in

· Be provided with a list of attendees so they can advise the chairperson that they have all participants

· Arrive early and set up pre-sets as for main meeting room

· Be provided with material to distribute 
· Organise participants to ask questions - saving valuable time.
· If you wish to make a recording of the videoconference, ensure that you have permission from all participants to do this.  This will need to be booked prior to the meeting day - if you wish to do this contact Sita Lovering.
· Finish early if necessary -don't use time needlessly. You can arrange a videoconference for another time or arrange to send information to the participants before progressing further. 

MEETING COORDINATOR/FACILITATOR TIPS

· If you have an audience at your site as well as those connected via videoconference, try not to concentrate solely on the on-site audience. Regularly cast your eyes past the screen displaying the other sites – and talk directly to it at times. 

· It’s best not to walk around during your presentation or you might disappear from the screen. Seat or stand yourself in a comfortable position with your support material close at hand. 

· Pre-set the camera to a medium shot of you in the centre of the screen. Allow some room around your body - if you are too close to the edges of the screen you may lean out of shot. 

· If you have a lot to say, try to do it in 5 - 10 minute segments and then hand over for questions and comments. Any longer than this and people start to ‘drift off’ and will not hear what you are saying. After a round of questions you can resume your presentation. 

· You can keep track of who has had a chance to comment by listing all sites and marking each off as you pass to them for questions. If you have numerous sites connected, you may need to limit to one question per site to begin. 

· When replying to a question or comment from a remote site, look directly at them on the screen. This looks much better to them as you will look like you are addressing them personally. 

· The microphone/s will pick up and amplify your voice. You do not need to shout – no matter how far away the other site is! If you speak loudly enough for the people in your room to hear you, the microphones will do the rest. 

· Speak clearly and distinctly – mumbling does not transmit well through microphones. Vary the pitch of your voice and the pace of delivery – a monotone will lose everyone’s interest.
· Above all – relax and enjoy yourself! 
MANAGING MULTI POINTS

If a multipoint videoconference is to work effectively there are a number of protocols to be established from the beginning. Most importantly: 

· Know who is in charge - sometimes this might change during a session. Make sure everyone knows who is in charge. If you don't send out this information beforehand, then establish this as soon as the session begins.

· Act like you're in charge. Be organised, have an agenda, give clear concise instructions etc. Make sure everyone knows the 'rules' eg keep your microphone muted unless speaking. 

Opening a multipoint 

· Always be on time. If you are unforeseeably detained, ring the conference organiser to notify them. If you haven’t linked to the session, people assume there are technical problems. 

· Be first on the bridge if you are the Chair. It is a good idea to show a graphic that announces the name of the session and asks all participants to activate their mute button.

Seeing and hearing 

· Use 'mute'. Always activate your mute button before calling into a multipoint. If you don't, your site may appear on screen for all to see and hear! Keep the mute button activated unless directed otherwise by the Chair. This prevents distracting sound being transmitted to all sites. 

· Don't say anything you don't want heard. As an extra measure, always assume that microphones are 'live' and be careful of what you say in any videoconference.

· Have the camera aimed at who or what you want seen. In voice activated mode, when the picture switches to show your site, it will show whatever you have lined up - it doesn't automatically switch to the person who speaks unless you have a camera that follows voice. 

Human issues 

· Don't ignore any site/s. In voice activated mode, it is very easy to become involved in a discussion with the site that is currently on your screen. Remember that there are several other sites in the session and you should call on every site regularly to contribute. In particular, NEVER get into a personal conversation with one site - this is very excluding for all others. 

· Direct questions. If you ask an open question eg "How many clients did you see this week?", people will be confused about who you want to answer. As you are looking directly at each of them (through the screen) they will either all answer at once, or not answer at all because they are confused. Direct your question to a particular person or site. 

· Seeing who you are talking to. In voice activated mode, it is sometimes awkward to initiate a conversation with site C if site B is still on your screen. For example, you might wish to observe the participants’ reactions as you ask a particular question. It is a good idea to ask the site to which you wish to direct the question, to speak to you first. This is not a technique that needs to be used every time you pose a question, but in some situations will be of benefit. 

Hands on Activities

Exercise 1 Point to Point Pair Activity

10 mins: Point 1 rings Point 2 using the Directory or the Look Up number

· Using the workbook, demonstrate how to place a call using the Directory and/or Look Up number, move camera, hang up.

· Use Home and Directory buttons on the Remote

· Get participants to use the remote control, practice placing a call, hanging up.
· Get participants to dial a busy site (Wagga – TLS) to identify what happens when dialling a busy site.
	Point 1
	Participant
	Point 2
	Participant

	Albury  
	
	Coomealla
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Exercise 2 - Multipoint Activity
· Demonstrate how to dial in to a meeting room

· Get participants to practice placing a multipoint call and hanging up.

Exercise 3 - Setting Presets

10 mins – set presets, dial back in to meeting room

· Using the workbook, each participant use remote to move camera, set presets for presenter, small group, entire group
Switch TV off using Power button on TV remote.


DO NOT SWITCH OFF OR UNPLUG THE VIDEO CONFERENCE UNIT 
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